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At ELEMENTS OF DESIGN

In this book we will explore
basic guidelines and techniques
for using the visual elements
shown in this illustration (as
well as many other elements)
in order to help you create
more readable and persuasive

documents.
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INTRODUCGTION

Why was this book
written?

- This book has one purpose:
To help you produce attrac-
tive and effective documents

on your LaserWriter.

Who was this book
written for?

If you're a typical Laser-
Writer user, you are proba-
bly not a schooled graphic
designer. Nevertheless, you
will see how you can make
professional, interesting
documents by learning the
fundamental principles and

techniques of design.

No matter what level com-
puter user you are, there are
boundless options available
to you for enriching the
visual impact of your page
design. The emphasis of this
hook is to explore those
options and help make your
documents visually com-

pelling and functional,

. whether you are working in

a powerful desktop publish-
ing application, or using a
simple word processing

progran.

What's in this book

: for you?

- This book is designed as a

collection of guidelines that
help you make the best
design choices for your
situation. Whether you are
wriling 2 resumé, a news-
leter, or creating a magazine
layour, you will learn to
apply the elements of good
design to produce high-
quality, professional-looking

documents.

Introduction



What’s inside this hook?

Each chapter offers a set of
guidelines and rules of
thumb that explain how you
can make the best design
decisions to liven up your
document. We'll discuss the
following themes and how
they can improve the imple-

mentation of good design.

1. Planning and organizing

your document.

2. Simple guidelines for
typography and [or

using fonts.

Vi Introduction

3. Choosing the right
design elements for your

document,

4. Creatively using black-
and-white design elements
to make more visually
interesting laser-printed

documents.

(o i}

. Avoiding the common
mistakes in design and

page layout.

Some of the specific design
techniques and elements
discussed in this book
require the more powerful
capacities of page layout
programs or the capability to
use scanned images. But
even if you can't duplicate

a particular design feature,

- the principles and reasons

behind good design choices
can help you make equiva-

lent decisions relevant

. to your own system’s

capabilities.

How to use this book

Read this book casually and
at your own pace. This is not
intended to be a textbook,
nor an owner’s manual. This
is a collection of helpful
hints and guiding concepts.
Ultimately, your creative
touch and the specific needs
of your document should
determine which techniques
work best for your purposes.
That is why we encourage
you to experiment, and to
explore the realm of good

design with us in this book.

Have Fun.



CHAPTER 1

S nning

AND ORGANIZING
YOUR DOGUMENT

A successful document is one
that effectively communi-

cales your message.

Good design contributes

to the overall effectiveness
and usefulness of your docu-
ment by making it more
visually appealing and more
readable.

Good design is not just a
matter of aesthetics; it
involves choosing the most
appropriate design elements
for your document. Good
design choices produce
lively and interesting docu-
ments and help communi-

cate your message.

The choices you make
have some basic constraints

such as the format of your

Publication
Checklist

O What is the purpose of your

communication?
1 Who is your intended audience?

O What is the imags or impression
that you want to project?

[ What elements are needed to
enhance your design?

O What are the physical and fiscal

document, whether you are
working in a word process-
ing program or in a desktop
publishing application, the
size of your budget, and
your own experience and
expertise. Nevertheless,
within these constraints, you
will find that you can still be
creative and flexible in
choosing the best design

elements for your pages.




Ranning Fon
" EFFECTIVE
COMMUNICATION

In order to choose the best
design elements for your
document’s purpose, you
need to develop a clear
understanding of your
intended message, the audi-
ence you are addressing, and
the resources you have to

work with.

The following checklist is
designed to help you
develop “the big picture”
for your intended publica-
tion. It will help you identify
your particular communica-
tion problems so you can
make the most effective and

appropriate design choices.

What is the purpose
of your communication?

Every document has a
purpose. Some are meant
to persuade (such as adver-
tisements, sales brochures,
press releases, business
plans, posters, and flyers).
Others are designed to
inform (such as business
reports, bulletins, price lists,
and newsletters). Some
documents are meant to
identify (such as business
cards, stationery, certificates,
and labels). And still others

provide a source of reference

Chapter 1: Planning and Organizing Your Document

(such as directories, lists,
schedules, event calendars,

and yearbooks).

In addition, many documents
have several purposes. For
instance, a business
brochure informs an audi-
ence about a particular sub-
ject, but also seeks to per-
suade the reader to adopt a
specific viewpoint. Similarly,
a resumé needs to identify
you accurately, but its under-
lying purpose is to convince
an employer that you are the

best candidate for a position.

Whatever the case, defining
the purpose of your commu-
nication is the first step to
making appropriate design

choices for your document.

Who is your
intended audience?

Identifying your audience
helps you to choose design
tools and techniques that

grab the readers’ interest.

. Who are your readers? Are
. they peers? Customers?

- Potential clients? Bosses?

How much do they know

- about the subject? How
- much time are they likely to
. spend reading this docu-

 ment? What information

Publication
Checklist

What is the purpose of your
communication?

Who is your intended audience?

What is the image or impression
that you want to project?

What elements are needed to
enhance your design?

What are the physical and fiscal
limits to your design?

Timeframe

Visual elements
Photos, Art, Logos




would be of interest to them?
What format is appropriate

for this audience?

As you develop your publi-
cation, take your readers’
perspective. Consider their
needs and reactions. Your
goal is to interact with your
readers, not talk at them. By
writing and designing from
this perspective you will
grab their attention and con-
vey your message clearly

without wasting space.

- What is the image op
impression that you wanl
10 project?

How do you want your audi-
ence to perceive you? What
is the overall look and feel of
your publication? Is it formal
or informal, avant garde or
traditional? Is the content
scholarly or informal, serious
or fun? Your document’s
design will determine the im-
pression you project. This
overall image is supported
by your choice of fonts and
graphic elements, your writ-
ing style, and even the qual-
ity of paper you print your

document on,

What elements are
needed to enhance your
design?

- Create a list of parts that will

go into the final composite
of your document. Will you
use headlines and subheads,
photographs, or scanned
images? Will there be other
forms of art? Will you use
rules, or horders, or hoxes?

How much text will you use?

. How many different articles?

How many pages?

Once you have a good idea
of the pieces you need,
including the amount of text
and graphic elements, orga-
nizing them into an eye-
catching page design is

much easier.

-~ What are the physical

and fiscal limits to your
design?

Ultimately, the design
elements you choose must
be based on realistic and
attainable goals. What is
your document’s budget?
Can you afford to produce
the design you're planning?
How much time do you
have—enough, or are you
rushed? Tf you want to use a
special graphic element such
45 a scanned photo image,
do you have accesstoa
scanner? And can you import
that image into your com-

puter program?

Chapter 1: Planning and Organizing Your Document

Giving careful thought to
answering these questions
will help you to clarify the
scope of your project so that
you can better undersiand
and address the design con-
straints you may face in
Planning and producing

- your particular document.



Creaniming
“YOUR DESIEN
ELEMENTS

There aren’t many hard and
fast rules for designing your
document. Tn fact, under-
standing the general princi-
ples and concepts of page
design and typography gives
you the basis from which to
break the rules. The impor-
tant thing to remember is
that tools and techniques

that are effective in one

situation might not necessar-
ily apply to another—what
works great for one page
layout may be inappropriate

for the next.

For example, it may not be
apprt)priale Lo use an ornate
typeface SUCH AS THIS in
a letter to stockholders from
the Chairman of the Board,
but it may be quite appropri-
ale o use that typeface in an
ad for the company’s prod-
uct. (We will discuss type-
face selection further in the

coming chapters.)

These general concepts
will help you make beter

design choices:

4 Chapter 1: Planning and Organizing Your Document

Appropriateness and
Relevance

A successful publication is
the result of design choices
that are appropriate and rele-
vant to your document’s pur-
pose. Choose design ele-
ments that help the reader
understand your message. A
report of serious subject mat-
ter, such as a legal brief,

requires different design

choices than a children’s zoo
newsletter. When choosing a
layout or specific graphic
elements, such as logos or
photographs, pick those that
supplement your message
instead of those that merely

decorate the page.

(See Example A.)

Proportion

The relative size of your type
and your graphic elements
should be determined by
their importance and their
relationship to the docu-
ment’s overall format. Dis-
proportion creates imbalance
which distracts the reader
and reduces the document’s

usefulness.

(See Example B.)



Example A: Appropriateness
Left: This legal document uses
a logo in its letterhead that con-
veys a formal, distinguished
impression.

Right: The pictures chosen for
ihis newsletter both entertain
the reader and communicate the
underlying message—animals
at the zoo are interesting and
entertaining. Try to imagine the
impact this newsletter would
have without pictures.
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Example B: Proportion

On this page, the eagle illustra-
tion steals the reader’s attention
away from the legal brief's
important contents. The dispro-
portionate letterhead is inappro-
priate to this document's format
and formal tone.

JOHNSON & WOODARD

Attorneys
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Direction

Typically, readers of Western
languages visually scan a
page from the upper left cor-
ner to the lower right corner.
If a document is more than
one or two columns wide, or
if it has several facing pages
together, this reading
rhythm pattern takes on a
wave like motion—the eye
moves down from the upper

left, and then back up again.

By respecting this visual pat-
tern, you optimize the effect

of the graphic elements in

- your design.

Your reader should be able
to move through your docu-
ment in 4 logical and easy
manner. By carefully placing
visual design elements, you

can guide the reader from

relevant point to relevant
point. If you use graphic ele-
ments contrary to this visual
pattern, the reader’s eye
might simply pass over what
is too difficult or trouble-

some to follow.

(See Example A.)
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Gonsistency

When choosing design ele-
ments, try to create a layout
that is consistent with your
intended purpose and style.
Use the same margin widths,
typefaces, type size, para-
graph indents, and column
spacing on every page.
Repeating design elements
that help to organize your
text and art, such as horders,
rules, and column size, gives
your multipage document a

uniform look and feel.

If you are producing more
than one issue of your docu-
ment (for instance, if you are
producing a monthly
newsletter) it is even more
important to maintain 4 con-
sistent page design. In some
cases it might be appropriate
to create a completely
reclesigned publication for
each new issue, but in gen-
eral, establishing a uniform
look and feel gives your
publication an identity that is
more easily recognizable to

your audience.

(See Example B.)



Example A: Direction
Examine these two samples
and see which page layout is
easier to follow.

Example B: Consistency

Consistency need not be boring.
Imagine that the owl is the only
art element on every page: it
would make you think this news-
letter was anly about that partic-
ular owl, not an entire zoo. As
you look at the two facing pages
of this publication, notice how
the collection of related illustra-
tions—the dramatic, graduated
border spanning the base of
both pages, and the uniform col-
umn sizes, margins, typeface
and styles—give this newsletter
a consistent format and a more
cohesive design.
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Gontrast and Colop

Conirast is the juxtaposition
of dissimilar visual elements

on a page.

Balancing type and other
graphics with the surround-
ing blank areas (called
“white space”) gives your
publications varying shades
of color. In the hlack-and-
white world of laser-printed
documents, color is the

degree of difference

hetween the “lightest”
elements on a page, and the
“darkest.” Effective use of
contrast and color is one of
the the most persuasive tools
to set the tone tor your com-
munication. We will be dis-
cussing the use of contrast-
ing elements throughout

this book.

Squint as you view this page

and you will stop seeing the

. printed words and begin to

see the underlying color of

the page.

(See Example A.)
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* Restraint

With the increasing power of
today’s computers, it's easy
to overuse the design capa-
hilities you have at your fin-
gertips. Clarity, organization,
and simplicity are as critical
to your page design as they
are to your style of prose.
Remember that design
choices should not distract
from your message, but
instead, should support it. As

was discussed in the section

on consistency, for example,
it is best to stick to a few
carefully chosen typefaces,
styles, and sizes. Too many
typefaces can divert the
reader’s attention from your

intended message.

(See Example B.)

Final Details

Before you print your
finished document, be sure
that you have checked for
any last minute details or
mistakes that you may have
missed. Pay attention to the
small design flaws that can

sometimes ruin an otherwise

attractive page. And take the
time to proofread your docu-
ment, especially for punctua-
tion and spelling errors that
your computer’s spellcheck

program might miss.

Example C shows some
common design flaws to
look for. In the trouble-
shooting chapter at the end
of this book, we will discuss
how to avoid many of these
annoying errors of page

design and font use.

(See Example C.)



Example A: Contrast

Low-contrast documents, such
as this left example, have little
variation between light and
dark. In this case, the long
blocks of text tend to darken the
page, creating a low degree of
color and contrast for the
reader's eye. High-contrast doc-

uments, like this zoo newsletter,

have a lot of variation in color
and tend to be more lively and
inviting —with dark areas, such
as the picture and text blocks,
offset by lighter areas with little
or no type or graphics.

Example B: Restraint

Notice how this legal brief has
become jumbled and confusing
with too many typefaces on the
same page. It's easy to get dis-
tracted from the text as you
wonder if information in one

typeface is more, or less, signif-

icant than information in
another typeface.
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Example C: Final Details

“Proofing” your pages before
you print is just as vital to the
success of your document as
proofreading your text for con-
tent. Just as a passage of text
suffers from an unclear writing
slyle, your document can suffer

from inappropriate design
choices or unde-
Check All... ®/=

Check . tected flaws.
Check sgleulnn. =K

Spell I.I.lord. ®Y
Spelling Options...

Install Dictionaries...
User Dictionary...

Aulo Hyphenate
Hyph. Exceplions...
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CHAPTER 2

/MPLE GUIDELINES
FOR TYPOGRAPHY

AND FONT USE

This chapter will present
guidelines and suggestions
for properly using typefaces
. and fonts. We will explore

- the most important typo-
graphic rules in order to

- make your documents work
more effectively and look

- more professional.

- Typeface and Font:
- What's the difference?

- Atsome point the question is
- bound to come up: What is

> the difference between a
“typeface” and a “font"?
While there may always be

- some confusion in the

TYPOGRAPHY
AND FONT
USE SHOULD
ACHIEVE FOR
THE READER
WHAT VOICE

professional world concern-
ing concrete definitions,

. it's easiest to remember that
. altypeface is the design

for a family of characters and
symbols which share a
common style, such as

- Helvetica or Palatino. A

- font is the specific size and

- variety of the actual letter
or character in that family
(for example 12 point

Helvetica Bold, or 10 point

Palatino ltalic).



Typefaces can be classified
into two groups: serif and

sans serif.

i Serif Sans Serif

Those small accents at the
ends of the strokes of the
letters are serifs. Fonts that
do not have these accents

are “sans” serifs.

In general, serif type is
considered more readable
while sans serif type is more
legible. Tor long passages of
text, readability is the most
important factor. On the
other hand, text that stands
alone, such as a headline or
call-out, requires a typeface

that is more legible.

12 Chapter 2: Simple Guidelines for Typography and Font Use

Consider the headlines in the
following example and
notice which is more legible.
Of course you can read both
of these, but which one is

more easily recognizable?

Wanted!
Dead or
Alive.

Serif

Wanted!
Dead or
Alive.

Sans Serif

~ (See Example A)

Try to avoid using more
than two bypefaces on the

same page.

This is when the distinction
between a font and a type-
face becomes important. It's
fine to use several sizes,
weights, and styles of the
same typeface family on the
same page. In fact we will
see how fonts such as bold
or italics can be a very effec-
tive design choice for adding
emphasis—ifthey are in the
same Lypeface family, and if

you use them judiciously.

If you want to use more than
one typeface, a good combi-
nation to choose is sans serif
for your headings and serif
for your body text. But using
more than two or three
typefaces on the same page
becomes confusing and

awkward for the reader.

Take it easy on the different
varieties of the same type-
[ace. Too many typefaces
and styles on the same page
can turn your document into
a ransom note. Consider the
[ollowing example for its

overuse of typefaces,

(See Example B.)



Example A:

Serif and sans serif body text
Read these paragraphs and
consider which one feels easier
to read.

Example B:
Too many typefaces

Left: There are too many fonts
battling for your attention.
Right: This ad is much more
effective and straightforward in
communicating its message
when it simply combines a
Futura headline with Garamond
Condensed body text.

Readability means using type that is easy
to follow. Many studies have shown that
serif type is easier to read in long blocks
of text, for many reasons. Remember that
readability is usually more important in
lengthy text, such as books or business
reports, but even in these two short para-
graphs, you should be able to get a sense
for the differences.

Serif

Legibility refers to the ability to recognize
the characters within the text. In order for
a short block of text to stand out in impor-
tance. it should be distinctly legible at a
quick glance. Sans serif text is best used
for display type such as headlines and
signs because of its inherent legibility.

Give your business
more powerful options.
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. Another important guideline
to follow when choosing
typefaces is to avoid combin-
ing two serif or two sans serif
fonts on the same page. For

. instance, two blocks of text

- set in similar typefaces on

© the same page often lack
enough visual contrast to be
distinguished from each
other, and therefore leave

. the reader confused.

. (See Example A.)

Greating Emphasis with

- Type Styles

Type styles can add emphasis -

* orcontrast lo a particular - ©F 3 giventypeface. A better

hypeface.

. Most word processing or

* page design programs give
- you these style choices for
: creating emphasis or con-

- trast: Underline, Malics,
Bold, ALL CAPS, Shadow,

. and Qutline.

. Don't underline unless there
. isavery specific need for it.
- Underlining is a throw-back

to the typewriter and lends

Chapter 2: Simple Guidelines for Typography and Font Use

- an unprofessional look to

. your published document. It

also destroys the uniqueness

- choice for emphasis is cither
. italics or boldface.

. ltalics should be your first

- choice for putting emphasis

. onasingle word, or passage

within the body text. It is

- also effective in indicating
- irony or humor, and in

- suggesting casual emphasis.

Bold type is best used for
headings and subheads.
Type set in boldface adds
emphasis and authority, and
is a good choice when you

. need a strong contrast of

. light and dark text.

ALL CAPS works fine for
some headings, but should
be avoided in longer lengths
of text. Type set in ALL CAPS
- is difficult to read because

. the characters all look the
same, and the reader must

* work harder in order 10
recognize the words. It's OK

+ 10 use all caps sparingly in

- order to attract attention or
. to emphasize a headline. But

- don't overdo it.

Outline or Shadow type

styles are ornamental fonts

- and are rarely used in most

. situations. Unless you have a
. specific reason for using
them, try another stylistic
choice to emphasize your
text. If you do use them, do
- it for a few short words that

- stand alone on the page,

. such as a headline or logo.

. (See Example B.)



Example A:
Similar sans serif fonts

In these side by side para-
graphs, notice how the two sans
serif fonts compete with each
other for attention. There is not
enough contrast between the
two faces to create any kind of
emphasis. Instead, the two
types are in subtle conflict with
each other.

Example B:
Ditferent type styles

Look at these paragraphs.
Notice how each stylistic choice
lends unique emphasis and
visual contrast,

Helvetica and Avant Garde,
both sans serif fonts, are poor
choices to include together on
the same page. Notice the
distinct differences in the let-
ter shapes. Helvetica has a
simple, readable quality to it;
while Avant Garde is more
modernistic and geometric,
but less readable.

Helvetica

Typography and
font use should
achieve for the
reader what voice
tone and inflec-
tion convey to the
listener. See how

Typography and
font use should

achieve for the
reader what

voice tone and
inflection con-

vey to the lis-

Underline Italics

Using these typefaces on

the same page is confusing

to the reader’s eye. You
should choose typefaces
that either provide visual
contrast to the page or

add emphasis to the text,
Avant Garde
Typography TYPOGRAPHY
and font use AND FONT
should achieve USE SHOULD
for the reader ACHIEVE FOR
what voice tone  THE READER
and inflection WHAT VOICE
convey to the TONE AND
Bold All Caps

Typography
and font use
should achieve
for the reader
what voice
tone and
inflection con-

Shadow

Typography
and font use
should achisve
for the reader
what voice tone
and inflection
convey to the

Outline

Chapter 2: Simple Guidelines for Typography and Font Use



Alignment

Choosing the right alignment
of type will set the tone and

- feeling for your doctment.

Flush-lefl alignment with

a ragged right edge provides
an “open,” informal feeling.
It is generally considered
the most readable of line

seltings.

Because justified columns
are uniform in length, they
can “darken” a page by
eliminating the while space
surrounding the ragged

edges of text.

16

Be careful in choosing
justified columns. Justified
type can sometimes create
large gaps of white space
between words which

reduce the readability of
your text. You can steer clear
of this mistake by avoiding
overly narrow, justified
columns that allow for only a

few words per line.

Centering tends (o create a
formal tone and is frequently
used for documents like
invitations and official
announcements. Avoid
centering long blocks of text
as this forces your reader to
scarch [or the beginning of

each line.

(See Example A.)

Chapter 2: Simple Guidelines for Typography and Font Use

Proper Spacing Between
Letters, Words, and
Paragraphs

Too much space between
certain letters can reduce the

readability of a word.

Sometimes there appears to
be too much space separat-
ing certain pairs of letters.

For example, this effect can
be particularly apparent in a
headline with an uppercase
“W" next to a lowercase “a,”
oran uppercase “T" next (o

a lowercase “0.”

Reducing the space between
letter pairs can improve the
clarity and readability of a
given word or group of
words. This is accomplished

through kerning.

Kerning is the adjustment of
space belween selected pairs

of letters.

If your computer program
allows you to kern pairs of
letters, take advantage of this
capability to improve the
legibility of your type. By

adding or subtracting space

between certain pairs of
letters, you can make the
entire word or sentence

easier, or harder, to read.
(See Example B.)

Kerning is also essential to
improving legibility when
setting white type against a
solid background, called

reversing.

(See Example C.)



Example A:

Alignment

Here are three examples of
aligning your text. Notice how
each paragraph conveys a
different impression.

Example B:
Various kerning samples

Kerning certain pairs of letters
can affect the readability and
legihility of a word, or a line
of text.

Example C:
Kerning reverse type

Kerning is critical to the legibil-
ity of reverse type because
many typefaces become difficult
to read when placed on a black
background. Proper letter
spacing allows the eye to easily
adjust to the contrast between
type and its background.

Typography and
font use should
achieve for the
reader what voice
tone and inflection
convey to the lis-

Flush left, ragged right

kern kern

Very loose Loose

Kerning

improves
legibility

Good

Typography and  Typography and
font use should font use should
achieve for the achieve for the

reader what voice reader what voice
tone and inflection tone and inflection

convey to the lis- convey to the lis-

Justified Centered

kern kern kemn

Normal Tight Very tight

Keming

IMPIoves
legibility

Too tight

Chapter 2: Simple Guidelines for Typography and Font Use
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- Paragraph Spacing

. Adding space between
paragraphs makes it easier
for the reader to find the
next paragraph and creates a
- sense of openness on the

. page, thus increasing the

. readability of the text.

o (See Example A.)

~ Type Size and Leading

. Type size affects the read-
o ability of your text.

As a general rule of thumb,
* body text is easiest to read
when setat 9, 10, 11, or 12
-+ points. Long passages set in
. smaller type, such as 7 or 8
. points, can be too difficult

© for the eye to focus on,

- However, which size of type
- is best to choose changes
from one typeface 1o

- another. Different typefaces

18 Chapter 2: Simple Guidelines for Typography and Font Use

. of the same size vary in read- |
ability. Note, in Example B,
how the same size type
appears larger in some

typefaces than in others.
(See Example B.)

- Compared to the rest of the
- page, type size should

. always be proportionate to
the importance of your
message and the amount of
white space available. Small
- type floating in an ocean of
- white space is lost to the

. reader’s attention, and

. appears unimportant.

(See Example C.)

Large type crammed into a

- small or tight space becomes
- too imbalanced and difficult

- toread .

(See Example D.)

The amount of spacing

* between lines of hype, called
leading, affects overall
- legibility.

- Most word processing or
- page layout programs have a
. means for adjusting the

- amount of line space—

. usually found in a “Para-
graph” menu. A good rule of
thumb is that the line spac-
ing should be about 20%

- larger that the type size. For
. instance, if your type size is
. 12 points, your leading
(pronounced ledding)
should be about 14 points.
This is a ratio of “12/14.” Try
- to use minimal leading for
short lines of text and
increase the leading as the
line length increases, keep-
ing in mind the optimal

readability of your text.



Example A:

Paragraph spacing

The distinction between these
two paragraphs becomes more
apparent as the space between
them is gradually increased.
Proper paragraph spacing
makes it easier for the reader
to move fram one paragraph
into the next.

Example B:

Typeface differences

These paragraphs are all set in
10 point type. But notice how
some faces appear higger than
others.

Examples C and D:
Type size readibility

Typography and font
use should achieve for the
reader what voice tone
and inflection convey to
the listener.

See how each para-
graph adds a different
shade of gray, or “color”

No paragraph spacing

Typography and font
use should achieve for the
reader what voice Lone
and inflection convey to
the listener.

See how each para-
graph adds a different
shade of gray, or “color”

% line paragraph space

Typography and font
use should achieve for the
reader what voice tone
and inflection convey to
the listener.

Sec how each para-
graph adds a different

1 line paragraph space

Typogrophy and
font use should
achieve for the
reader what
voice tone and
inflection convey
to the listener.

Typography and
font use should
achieve for the
reader what
voice tone and
inflection con-
vey to the lis-

Palatino

Typography and
font use should
achieve for the
reader what
voice tone and

inflection convey

1o the listener.

ITC Garamond

Typography and
font use should
achieve for the
reader what
voice tone and
inflection convey
to the listener.

Futura Light

hear me?

Tello!
“an unyonc

Helvetica

Typography
and font use
should
achieve for
the reader
what voice
tone and

Bookman Demi

Run!Before
I Devour
the Entire
Page!

Typography
and font use
should
achieve for
the reader
what voice
tone and

Futura Extra Bold

Chapter 2: Simple Guidelines {or Typography and Font Use
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Reducing the leading in
headlines often improves
their appearance and read-
ability by closing the gaps

between the lines,

Squint your eyes at the
paragraphs in Example A
and see how much lighter
each paragraph becomes as

the leading increases.

(See Example A.)

The Color of Type

Typography and font use
should achieve for the reader
what voice tone and inflec-

tion convey lo the listener.

Though your LaserWriter™
produces documents in

black and white, typeface
and style give “color” to the
printed page. Color in this
sense means the overall
tone, or texture, of 2 block of
text. By selecting different

typefaces, weight, or styles,

20 Chapter 2: Simple Guidelines for Typography and Font Use

you control the amount of
contrast between the type
and its surrounding white
space—thus giving color 1o

your page.

These choices help in creat-
ing emphasis, and in deter-
mining the visual impact and
the overall mood of your

page. Depending on the size

and style of a particular
typeface, your document can
become more readable and
persuasive, or—if the type-
face is illegible—the mes-

sage will be lost.

The paragraphs in Example
B illustrate the variations
between light and dark
typefaces. The first group is
from one typeface family,
Adobe Stone Serif, and
demonstrates how variations
in a font’s style change the

page’s color, The second

group shows how different
typefaces on the same page
have differing degrees of
contrast. Notice how each
paragraph adds a different
shade of gray, or “color”

to the page. Think of the
surrounding white space

as your palette, and your
selection of type as your

paint choice.

(See Example B.)



Example A: Leading changes
Extra leading can improve the
readability of body text by
opening up the page, reducing
the “darkness” of the text, and
allowing extra white space to
frame the text.

Typography and font
use should achieve for the
reader what voice tone
and inflection convey to
the listener.

See how cach para-
graph adds a different
shade of gray, or “color”
to the page than another
paragraph does. Think of
the surrounding white
space as your palette, and
your selection of type as
your paint choice.

B point type, 8 point lead

Typography and font
use should achieve for the
reader what voice tone
and inflection convey to
the listener.

See how each para-
graph adds a different
shade of gray, or “color”
to the page than another
paragraph does. Think of
the surrounding white
space as your palette, and
your selection of type as

8 point type, 9 point lead

Typography and font
use should achieve for the
reader what voice tone
and inflection convey to
the listener.

See how each para-
graph adds a different
shade of gray, or “color”
to the page than another
paragraph does. Think of
the surrounding white
space as your palette, and

8 point type, 10 point lead

Example B: Color of type

Various 10 poini Adobe Stone
Serif styles

Mixed 10 point typefaces

Typography
and font use
should achieve
for the reader
what voice tone
and inflection
convey to the

Roman

Typography and
font use should
achieve for the
reader what
voice tone and
inflection convey
to the listener.

Futura Light

Typography
and font use
should achieve
for the reader
what voice
tone and
inflection con-

Semibold

Typography and
font use should
achieve for the
reader what
voice tone and
inflection con-
vey to the lis-

Palatino

Typography
and font use
should
achieve for
the reader
what voice
tone and

Bold

Typography and
font use should
achieve for the
reader what
voice tone and
inflection convey
to the listener.

ITC Garamond

Typography and
font use should
dachieve for the
reader what
voice tone and
inflection convey
to the listener.

Italic

Typography and
font use should
achieve for the
reader what
voice tone and
inflection convey
to the listener.

Helvetica

Typography
and font use
should achieve
for the reader
what voice tone
and inflection
convey to the

Semibold Italic

Typography
and font use
should
achieve for
the reader
what voice
tone and

Bookman Demi

Typography
and font use
should
achieve for
the reader
what voice
tone and

Bold Italic

Typegraphy
and font use
should
achieve for
the reader
what voice
fone and

Futura Extra Bold

apter 2: Simple Guidelines for Typography and Font Use
Chapter 2: Simple Guidelines for Typography and Font U



CHAPTER 3

O Z/AKING THE RIGHT

DESIGN CHOIGES

Creating attractive and
effective documents requires
a working knowledge of the
fundamental elements that
compose a page. In this
chapter we'll discuss the
elements of page design
and layout, and how to

best use them in your docu-
ment. We'll discuss how o

determine the most appro-

“Quod si tam guam riob.
quid esset vetus?

i Indignor qaicquam repre-
_Iuﬁi,mnwh:rmm.

‘sed quia ruper. nec veniam £4
Botiquis, sed bnorem ef kst

crocum flaresqiie peram-
Bulct Atizo fabla s ccame. | Deades rlgmt
S Yo,

R =

priate page layout for your
purposes, then show you
how to organize the visual
elements on your page in
order to successfully com-

municate your message.



O/HE T00LS OF
- DREANIZATION

Page organizing tools are
. fundamental to the overall
structire of your page design

and layout.

Whether you are wriling a
resumeé, a company newslet-
ter, or a sales brochure,
effective page layout
requires careful planning.

- Just as an architect draws
blueprints to plan 4 building,
you need to use page orga-

nizing tools to plan your

page. With your blueprint

as a guide, you can then
choose the most appropriate
text and graphic clements

to help your reader move
from one point to another

in your document. You
should use elements to help
your reader quickly locate
information, and determine

what's most important.
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Grids

By crealing grids, you
define where to put things
on the page.

- The grid is the organizational

framework for designing
your page. The term “grid”
may sound like technical
jargon, but a grid simply
describes the organization of
space on the page. Think of
grids as a way of dividing
your page into regions
where you designate the
placement of text, display
type, artwork, or other
graphics. Choosing a particu-

lar grid pattern determines

the number of columns,
margin size, placement of
headlines, subheads, art, and

other page elements.

Another important advantage

of designing with grids is

- that you can preset your

layout, and then reuse it
with minor variations. This
allows you to maintain page-
to-page consistency when

designing a multipage

. layout, such as a ti-fold

. brochure.

The most fundamental part
of a grid, the columns,
organize lext and other

visual elements on the page.

(See Example A.)

Wiy are grids so useful?

- People usually prefer to read

- shorter lines of text rather

than longer ones because
less effort is required for the

eye 1o move from word to

. word. Consider how difficult

it would be to read a one-

column wide newspaper



Example A:

Grid columns

Even the simplest,
texi-only documents
can be seen as
having an underlying
grid pattern. In these
examples, the grid
pattern ranges from
one column of text,
to five columns.
These columns are
the regions into
which your text and
other graphic ele-
ments are placed.
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where the articles span the
entire width of the page!
You would be forced to start
reading at the top, without
the freedom of scanning the
page for various articles or

pictures of interest.

Dividing your page into
smaller, more digestible
sections enables your reader
to move more easily from
point to point, and allows
you to use graphic elements
to guide the reader’s eye.
Remember that the reader’s
natural tendency is to scan a

page from the upper left to

the lower right. You can use
grids to take advantage of

this tendency.

Not all columns on a page
have to be the same width.
You can create good looking
publications by varying the
column width within a
multicolumn grid. In Exam-
ple A, this five-column grid
lends itself to a variety of

column arrangements.

(See Example A.)
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Using Visual Elements
to Communicate Your
Message

Once you have organized
your available design space
with grids, you can create an
even stronger visual frame-
work by employing the two
primary visual elements—
graphics and lype. By bal-
ancing text with graphics,
you give the reader an
obvious and compelling

starting point.

These are the most useful
visual elements to consider

when designing your page:

m Appropriate design
choices aboul lexi—{rom
type size to the location of
headings and subheads—
help you draw your

reader in.

m Art and photography help
illustrate your text by
creating a mood, by
providing additional
information, and by

selting the overall tone.

m Charls, graphs, and other
statistical elements can
condense pages of infor-

mation into small spaces.

B Rules, borders, boxes,
initial caps, bullets,
arrows, and other graphic
devices all serve 1o create
strong organization,
which guides the eye from

place to place.



Example A:

Various 5-column grids

These samples demonstrate the
flexibility you have in choosing
the placement of text and
graphics on a page. All of these
layouts are hased upon a five-
column grid, but the arrange-
ment of text columns, photos
and art, display type, and white
space gives each document a
different look and feel. The most
important reason for using grids
to arrange your page is that it
allows you to design the most
apprapriate layout for your
specific communication needs.
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DAiNg THESE
T00LS TO WORK

We will look at four types of
documents: a resumé, a

press release, a business

presentation, and a company

brochure. While each of
these publications obviously
has a different purpose, we'll
examine how they use the
same organizational and

design tools to achieve their

purposes. We'll also see how

much more effective these
documents are when
redesigned with the tools

we've discussed so far.

Some of the design elements
in the following makeover
examples require design
capabilities beyond certain

word processing programs.

For instance, in order to use
photographs, you may need
access to a scanner, and a
word processor or page
layout program which can

import scanned images.

However, if you are
designing your documents
with the aid of the

Apple OneScanner™ and
the high quality output of
a LaserWriter printer, all
vou will need is an applica-
tion that allows you to
import or paste in scanned
images. You will not

need to adjust the poor
quality of your photos by
manipulating them with
another photo retouching

program because the
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OneScanner automatically
adjusts itself to provide the
highest resolution at the time

you scan in your image.

Nevertheless, the capabilities
of your computer and the
program you are using limit
only your range of choices,
not your ability to produce a
better document. Whether
you are creating a simple
document, such as the press
release, or a more complex
one, such as the brochure,
the basic premise of good

design is the same:

Lffective and appropriaie use
of visual elements will
improve your document’s
appearance, and thus com-
municale your message

more clearly.

The Resumé (hefore)

While all the pertinent infor-
mation may be included in
this resumé, there are few
clear visual clues to help
the reader pick out the

important points.

(See Example A.)

The Resumé (after
makeover)

The one-column text layout
is similar to the original
resumd, but note the addi-
tion of an extra wide left
margin. The empty white
space of this margin frames
the more important textual
information while, at the
same time, giving the eye

space to “rest” on the page.

The placement of the appli-
cant’s name and address in
the upper left helps to
quickly draw the reader into
this page. The name is set

in bold, three points larger
than the rest of the text for

added emphasis.

The subheads are set in bold
type for better emphisis.
“Hanging” them into the left
margin distinguishes them
from the text, and makes

them easier 1o locate.

This vertical rule pushes
your atiention back toward
the subheads, and keeps
your eyes moving on (o the

next block of information.

(See Example B.)



Example A:
Resumé (before)

Jonathan Q. Public
1234 Anywhere Streel
Urban Wasteland, NY 00700

Inlerdum volgus
Rectum videt, est ubi peccat. Si veteras ita miratur laudatque poatas, ut
nihil L, nihil ilis p . errat. Si dam nimis antlqus, si par-
uque dure dicere credit cos, ignavo multa lalolur, ot sapit at mecum facit
el lova ludicat aequo, Non oquidem insoctor delendave carmina Livl esse
reor, memini quae plagosum mihi parvo, Orbilium dictare; sed emondata
videri pulchraque et exactis minimum distantia miror. Intar quas varbum
omicuit s forte decorum, et si versus paulo concinnior unus at alter,
Inluste totum ducit venditque poema.

Ind
Non quia crasse compositum illepadeve pulatur, sad quia nuper, nac vani-
am antiquis, sad hanorem et prasmia poscl. Rects nacne crocum to-
resque perambulot Attae fabula si dubitem, clamant periissa pudaram
cuncti paene patres, ea cum reprehandara coner, quas gravis ARsopus,
quaa doctus Rosclus egit; vel quia nil rectum, nisi quod placuit sibi,
ducunt, val quia lurpe putant parere minaribus, el quae imberbes didicere
sonnas.Quod si tam Graecis novitas invisa luisse! quam nobis, quid nung
nsxal valus? Aul quid haberet quod legeret tereretque viritim,

Ut primum positis nugari
Graecia bellis coopit ot in vitium fortuna labier aequa, nunc athletarum
sludiis, nunc arsit equorum, marmoris aut eboris fabros aut aeris amavit,
tibicinibus, nunc est gavisa tragoedis: sub nutrice puella Intardum volgus
rectum videl, ost ubi peccat. Si veteres ita miratur laudatque poetas, ut
nihil antatarat, nihil ilis comparat, errat. Si quasdam nimis anlique, si per-
anue dure dicera cradit aos, ignave multa fatatur, et sapit et mecum lacit
ot lova ludicat asquo.

Non squidem insector
delendave carming Livi esse reor. memini quae plagosum mihi parvo
Orbilium dictare, sed emendala videri pulchrague el exactis minimum dis-
tantia miror. Inter quae verbum emicuit si lorte decerum, et S versus
paulo concinnior unus et alter, imuste tolum ducit vendilgue poema,
Indignor quicquam repretend), non quia crasse compositum illepedeve
pulelur, sed quia nuper, nec veniam antiquis, sed honarem ot pragmla
posel. Hecle necne crocum lloresque perambulet Attae fabula si dubitom,
clumenl penisse puderem cuncli paene patres, ea cum reprehendere
coner, quie gravis Aesepus, quae doctus Roscius egil; vel quia nil rec-

Resumé (after makeover)

Jonathen Q. Public
1234 Anywhere Street
Urban Wasteland, NY
00700

Iaterdom velgus
Rextum videt, est ubi peccat, 5i veteres ita mizatur udatque postas, ut nihil

anteferat, nihil illis comparet, crrat. Si quacdam nimis antique. sl peraque dune
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mmqm §ravis Aesopus. quac doctus Kisous egit vl

it ingin e it g
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iy commin LI o i omiok ik pagabiny i purin Ul
dictare; st emendats viden pub B of evis minim ™
Anter s verburm emis it st des i, o o versis ol oo o
o alter, uste totim duct venditque poema. Indignor quicquam reprebemdi,
non quia crase comprositusn lepedeve putetir, sed quia nuper, nec veniam
antiquis, sed honorem et pracmia poscd. Kecte necru croeum flarseque peram
Blet Attae Eabuula si dubitem, cbiment pentes [ukenm (s H wene paines, o
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The Press Release
(hefore)

Here we see a rather bland
and uninviting document.
The choice of a single type-
face and style, plus the
centered format and the long
body of text gives the reader
no compelling starting point,
- and no assistance in finding

important details.

In addition, the wide column

and small typeface make the

text difficult to read
smoothly from the end of
one line to the beginning of

the next.

One ohvious goal of a press
release is o communicate
information that the author
considers vital and/or impor-
tant 1o an audience. Because
the design of this press
release does little to grab the
reader's attention or interest,
whatever important informa-
tion is contained within is

likely to be lost.

(See Example A.)
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The Press Release
(after makeover)

The made-over press release
in Example B makes the
subject matter immediately
evident and uses good visual
organization to help the
reader become more
involved in the document’s

message.

A photograph (scanned in)
pulls your attention to the

top of the page.

The new headline identifies

this press release’s message.

The vertical rule above this
headline pushes your eye
down into the text while,
at the same time, “framing”

the page.

Bold subheadings divide the
text into shorter, more
digestible chunks of infor-

mation.

The typeface for the body
text has been changed o
Palatino, a “serif” typeface,
which is easier to read than
the original Helvetica sans

serif typeface.

(See Example B.)



Example A: Example B:
Press release (before) Press release (after makeover)

Press Release
Silver Hawks Named
Endangered Species

Quod 5i tam Graecis novitas invisa fuissel guam nobis, quid nunc esset
vetus? Aut quid habierel quod legeret tereretgue viritim.

Ut primum paositis nugari Graecia bellis coepit ot in vitium fortuna labier
aequa, nunc athletarum studiis, nunc arsit cquorum, marmoris aut eboris fabros aut
aeris amavit, tibicinibus, nunc est gavisa tragoedis; sub nutrice puella. Indignor quig-
quam raprehendi, non quia crasse compositum illepedeve putelur, sed quia nuper, nec
veniam antiquis, sed honorem et praemia posci.

Recte necne crocum floresque perambulet Attac fabula si dubitem, cla-
ment perilsse pudorem cuncti paenc patres, ea cum reprehendere coner, quae gravis
Aesopus, quae doctus Roscius egit; vel quia nil rectum, nisi quod placuil sibi, ducunt,
vol quia turpe putant parere minoribus, et quae imberbes didicere senes.Interdum vol-
gus ractum vidat, ast ubl peccat. Si veteres ita miratur laudatque poetas, ut nihil ante-
farat, nihi! lllis comparet, arrat. Si quaedam nimis antique, si peraque dure dicere
cradit ans, ignave multa fatetur, 8t sapit et mecum facit et lova iudicat aequo

Non equidem insactor delandava carmina Livi assa reor, mamini quaa
plagesum mihi parvo Orbilium dictare; sed amandata videri pulchraqua at axactis minj-
mum dislantia miror. Inter quas verbum amicuit si forte dacorum, st 8i varsus paulo
cuncinnior unus el alter, iniuste totum ducit venditque posma

Quod si tam Graecis novitas invisa fuisset quam nobis, quid nunc essel
votus? Aut quid haberot quod legeret terereigue viritim.

Graecia bellis coopit ot in vitium fortuna labier aequa. nunc athletarum
studiis, nunc arsit equorum, marmaris aut cboris fabros aut aeris amavil, tibicinibus,
nunc est gavisa tragoadis; sub nutrica puella.Indignor quicquam reprehend]. non quia
crasse compositum illepedeva putetur, sed quia ruper. nec venlam antiquis, sed hon-
orem at prasmia posci. Racts nacna crocum floresque perambulet Attae fabula sl
dubilem, clament pariissa pudoram cuncti paene patres, 8a cum reprehendere coner,
quae gravis Aesopus, quae doctus Roscius egit; vel quia nil rectum, nisl quod placuit
%ibi, ducunt, vel quia turpe pulant parere minoribus, el quae imberbes didicara
senes.Inlerdum volgus reclum videl, est ubi peceat.

Si veleres ila miratur laudalgque poetas, ut nihil antatarat, nihil ilis com-
parel, erral. §) quacdam nimis anlique, si perague dure dicera credit eos, ignave
multa fatetur, ot sapit et mecum facit et lova udical sequo.Non equidem insector
delendave carmina Livi esse reor, memini quae plagosum mihi parvo Orbilium dictare;
sed emendata videri pulchrague el exactis minimum distantia miror. Intar quaa varbum
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The Business
Presentation (before)

This document has a vast
amount of important infor-
mation to convey, and is
handicapped by a cumber-
some collection of numbers
and statistics. With so much

complicated detail, it is a

chore to read this presenta-
tion. Much of this report
could be illustrated with
graphics, in order to

make it more palatable

and understandable.

(See Example A.)

Chapter 3: Making the Right Design Choices

The Business
Presentation (after
makeover)

This presentation becomes
lively and informative with
the use of a two-column
erid. The text is much easier

to read.

Newly created or redesigned
graphs display the statistical
information in a catchy,

easy-to-read manner. The

reader can see the relation-
ship between important
numbers much more

quickly, and clearly.

The larger type and bold
drop cap give the readera
clear starting point. The short
introductory paragraph
covers the width of the page
which makes it easy [or the

reader to get into the report.

The 20% filled border fram-
ing the document visually
adds to this presentation’s

importance.

Adding the logo at the base
of the document helps
project a professional
appearance, and identifics
the company without over-
shadowing the content of

the report.

(See Example B.)



Example A:
Business presentation (before)

Business Presentation
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Example B:
Business presentation (after makeover)

EPORTING ON THE 1990 FISCAL PLAN

Quod si tam Graecis novitas invisa fuisset quam nobis, quid

nunc exsel vetus? Aut quid haberet qued legeret tereretiue
viritim. Ut primum positis nugari Graecia bellis coepit et in vitium

volgus revtums videt, ear obi pec-
<3t Si vetores ita miratur Ludat

vl anteferat, nihil illis cuopres, erral. Si
gaesazn ninis andegue, s perapan e e
credit ens, ignave nwulta fatetir, et sapit et
mecum facik ot Jova hadidat oo,

Noa equidem 1nscctor delendave armuna
Livi exic reor, memini qea< plagosm mihi par-
v Chbs i distare, sed evimbala videri pul
cheaque et exactis misimum distaatia miror
Inter quac verbum emicuit « forte decorum, €t
32 verss paulo concinnior unas et alicr. ftuste
roxum dacr vendinges pocma. tood 51 tam

cuse klja |

velquia

e

Girsecis novitat invics Fuluet quam ot quid
manc exsct vetua ! Aut quid haberrt quod lepernt

werezeique vinum.

Ut pramuen positis mugan Graccia bellis coce
it i witiany fowtna babies sespua, mmank: aihle
taram atacdiie, munc arvit eqonon
marmoris aut choris fabros. sut aeris

v, Silicinbass, e el gavise irsgueis;
b putrice pue

Indipnoe quicsuam reprebendi, pon quia
cransc compositam lkcpedeve putcras, sod gaia
T, bec veaiam aneiquis, 50d hooorem ¢t pra-
o

ame, e gravis Araopus, qeae docts.
Rumcasn epit, vel aquia il sectum, misi quad
lacuit sibi, docunt. vel quis turpe petas: parc
mumonbus, oL guse
Inberhies didicrre senes. Imtertum volgus
soxtum videl, o uls peceat Si veteres it
miratut Liadatqos poetas, ut nihil antcferat,
o s comparet, eorat. Si quacdam simis
aninpor, 54 prvpur dure dicrr credil e,
igmabe st Catetur, ef sapst et e acit 2
Tova iudicat angun. Noa exuidem insecsor
delendave carmina Livi exse rece. memini
plagosum miki parvo Orbilium dicuare: ned
emendata viden palchmqoe et exacts mini-
i slestmtin miree. Inser e
verbum emicail u concinnuns uoes
ot ahter, iniuue tofum ducit ven-

HATS

Chapter 3: Making the Right Design Choices

33



The Brochure (before)

. When designing a newslet-
ter, or any other kind of
multipage publication, don't
let your art or other graphic
clements “fall into the gutter”
- of your page—as is demon-
strated in Example A. Bury-
ing the graphic in the fold of
the page is distracting and
upsets the overall balance of

the page.

When designing a document
with two or more facing
pages, a good choice is to
give each page a relatively
equal balance of text and
graphics. In Example A,
there is little logic in the
present location of the art. In
this case, the boxes sur-
rounding the art tend to
create a sense of imbalance
and distract the eye inward
toward the gutter of the

document.

(See Example A.)
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- The Brochure (after

makeover)

The brochure is now four
columns wide. Expanding
the grid design creates better
symmetry between the art
elements and the text in this
document. This layout now
achieves a pleasing visual
balance between the facing
pages, and between the
body text and the surround-

ing white space.

Generally, art helps draw
attention to the text it sup-
ports. In this case, the illus-
trations create a fun and
nostalgic mood. Wrapping
the text around the pictures
guides the reader through
the article without having to

stop at each picture.

The redesigned title func-
tions as an engaging graphic
element that introduces the
article’s purpose. The distin-
guishing initial cap and the
enlarged introductory para-
graph effectively mark the
starting point of the article.

The side bar presents addi-
tional or complementary
information and calls atten-

tion to itself with more art.

When designing multipage
documents, it’s best to keep
facing pages together, and to
view those pages as one
large layout or “spread.” If
you have a program that
allows you to view the entire
page from a smaller perspec-
tive (usually called “page
view"), take advantage of
that feature to see how the
facing pages of your docu-

ment fit together.

(See Example B.)



Example A:
Brochure (before)

Example B:
Brochure (after makeover)
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CHAPTER 4

Typically, the documents
you design and produce
are printed in black and

_ﬁs I G N I N G I N - white on a LaserWriter. But

printing in monochrome

B |- A B K A N n w I-I IT E . doesn't restrict your creative

resources. The next two

Fu H Y“ I.I H |- A s ERW Hl TER chapters will show you the Using basic black-and-white
extraordinarily versatile design principles and a
I] n ﬂ “ M EN Ts ;i + lirtle imagination, you can

palette of black and white,

and the many shades of create interesting publica-

gray in between. You'll tions and discover that

learn to work with contrast, designing in black and white

oravscale. screens and solids, - 15 not only more economical

: 4 ~C( inting, it’s
and scanned images 10 than four-color printing, i

create vibrant, COlDI’ﬁ.l]. high- more convenient d#d more

resolution laserprinted effective for most of your

documents. puLposes:
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The Visual Elements of
GContrast and Color

Remember that contrast is
the juxtaposition of dissimi-
lar elements and color is the

degree of contrast between

: light and dark elements.

Squint as you view this page
and you will stop seeing the
printed words and begin to

see the underlying “color” of

the page. This is the most

Chapter 4: Designing in Black and White for Your LaserWriler Documents

fundamental of design
principles and the most
persuasive device available
for drawing the reader’s eye

into a document.

- Mixing heavy type with a

lighter typestyle, or placing a
bold headline in front of an
area of white space, or

creating a heavy border

around a block of text, are all

examples of using contrast as

a design element.

(See Example A.)

Size contrast is governed by
the balance of type and its

surrounding while space.

In headline type, for exam-
ple, enlarging a word or
even a single character can
dramatically change the

visual effect on the page.

Another example of size
contrast, fnitial caps are
designed to draw the
reader’s attention to the start

ol a passage of text.

Look at the document
demonstrated in Example A
and consider how the initial
caps (the first letter in the

body text set larger and

bolder than the accompany-
ing type) call attention 10
the beginning of each indi-
vidual section, making it
easy for the reader to move
around on the page without

getting lost,



Example A: Contrast

Notice how the high conirast
between the graphic design
elements, the text, and the rest
of the surrounding white space
makes this page captivating and
interesting. Squint and notice
which areas on the page are
darker, and which are lighter in
color.
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Size contrast is also effective
with relatively small headline
type surrounded by lots of
white space. In Example A,
the headline draws your
attention because of an acute

visual starkness.
(See Example A.)

Be careful not to use a type
or graphic element simply
because it creates size con-
trast. You don’t want any
single element on a page to
overwhelm the rest. For

example, if your name

Chapter 4: Designing in Black and White for Your LaserWriter Documents

appears in huge 24 point
bold at the top of a resumé
that otherwise is set in 10
point type, there is little
doubt that the reader
wouldn't miss your name.
However, exaggerated type
display such as this is not an
appropriate choice for a
resumé because it detracts

from the rest of the page.

Weight choice creates an
interesting contrast between

heavy and light elements.

One of the simplest forms of
contrasting heavy and light
elements is using bold type
in a block of normal type.
Reverse type is an even more
dramatic type choice, but
should be avoided in long
passages of text—because it

is oo difficult to read.

(See Example B.)

Using curves or straight
geometric elements is a bold
and interesting way lo grab

the reader’s attention.

Juxtaposing random shapes

with recognizable shapes
can create a startling effect,
best used to point the
reader to a specific place

on the page.

A striking effect can be
achieved by combining
various forms and shapes
and contrasting them
against the surrounding
white space, or by setting
them against solid black

or screens of gray.

(See Example C.)



Example A:

Use of white space and contrast
Here we see three side-by-side
advertisements. In the middle
sample, the small headline is
lost in a sea of white. However,
the samples on either side show
better choices for type size and
contrast, and are more effective
at capturing the reader's
attention.

Example B: (left)

Contrast of weight

In this document, the large,
bold headline contrasts with the
surrounding white space, while
the pictures are equally dis-
tributed and balanced with
attractively placed rules and
borders that help guide the eye
from section to section.

Example C: (right)

Shapes for contrast

Here we see a hook cover that
effectively catches the reader’s
attention by juxtaposing large
pieces of type and geometric
shapes across an alternately
black-and-white background.
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%uu:u AND-WHITE
" DESIGN ELEMENTS

Reverses

Type or any visual element

that appears while in front of . .
P b f . contrast, be careful to not

a black or dark background

is called areverse.

Placing an initial cap within a
box gives you many options.
You can put black type on a
gray field, gray type on a

- black field, white type on a
aray field, or—as in Example

A—white type in black.

While type can be reversed
out of solid black, or it can
be reversed out of a gray

- screen at a specific percent-
. age (for instance, 25% gray).

Be careful with very light

- shades of screens because
© some typefaces—especially
- small point sizes—can

- become illegible.

When choosing this type of

reverse out large amounts of

. text, because the eye soon
tires of reading, Also avoid
reversing out thin, airy type-
faces, like Bodoni or Broad-
- way, because they have a

- tendency to fill in with the

. surrounding black.

. (See Example A.)

Initial Caps
Use initial caps sparingly.

An initial cap is the first letter

of a body of text that is set in

- enlarged and sometimes

Chapter 4: Designing in Black and White for Your LaserWriter Documents

. decorative type for visual
- emphasis. It is a simple, yet
powerful tool for grabbing

- the reader's attention.

The larger an initial cap, the
more attention it will gather.

You should try and match

. the style of the initial cap

* with the text style, or use a

style that is in complete

contrast to the text.

(See Example B.)

Shadows

Shadouws give a three dimen-

sional effect to the flat page,

drawing the reader’s atlen-

lion lo that area.

For extreme contrast, con-

sider using a 100% black

shadow box to create a

dramatic, three-dimensional

shadowing effect. You can
give a new dimension to this
- effect by creating a back-

- ground and filling it with

. different shades of gray.

Also, by using different

- shades of gray as a screen,

- you can give type, or a piece

of art, more depth and

emphasis.

- The drop shadow in Exam-

ple C was filled with 20%

- gray, a subtle effect that is an

- appropriate choice for this

particular document. If more

- dramatic contrast is needed,
. 1ry filling the shadow box
. with a higher percentage of

gray, or make it 100% black.

(See Example C.)

Rules and Borders

As an overall design element,
riles and borders are great
ways to enhance your lay-

out. Rules can act as a guide

- for the eye, or add a touch of

emphasis to a headline.

. Depending on the style of

rule you choose, you can
add flair, or formality, or
even a sense of fun. Be
careful not 1o misuse the rule

in underscoring type. It

- looks suspiciously like

“underlining” if used in too

many short blocks of text,

(See Example D.)



Examples A and B:

Creating an initial cap that
sticks up or drops below the
first line of text or placing an
initial cap within a box gives
you many options.

Example C: Shadow boxes
This shadow box was filled with
20% gray, a subtle efiect that is
an appropriate choice for this
particular document.

Example D: Rules and borders

This vse of rules and borders
balances the text and art, and
creates a sense of order on the
page. If this page didn’t have
any art, however, the same use
of rules and borders might
create a fragmented, cumber-
some format.

Example A:
Reverse drop cap sample

1 veleres

tur laudatque |

anteferat, nihil

errat. Si quaed
si peraque dure dicere cre
multa fatetur, et sapitetr
lova iudicat aequo.

Example C:
Shadow boxes

Example B:
Initial cap samples
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cos, ignave multa fate
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e, g
i b iy
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ot Labes umgas, vin 1
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d sl peogen
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que poetas, ut nihil a:
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iudicat aequo, ita mir

Example D:
Rules and borders
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antique, si peraque dur
eos, ignave multa fatet
mecum facit et lova iuc

Interdum volgus
rectum videt

Ext bl precar St veseresia

Visit your
County Park.

pesdarem cunas pace gt
3 cum reprehendere conet.

e esact vems? Ant ik
hatrerel qud legered fereretius

iepedeve pusetuz, sed quia
muEper, PEC Eniam antius,
enorem et praemia posel
Hevte e v ey
Jrrambules A fatula
uibtrem, rlzment periiee

ik diseaneia miroe Inter

« Rassiun egit val quia nil

Erascis County Park District

decorum, et i versus pauio

et Klasgement Comnetl
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Scans and Screens

Some of the specific visual
elements and techniques for
designing in a black-and-
white environment may
require the more advanced
abilities of desktop publish-
ing programs, or at least your
ability to work with scanned
images. If you have these
capabilitics, the range of
options available to you for
creating eye-catching visual
images with lots of contrast
and color is limited only by

your imagination,

For example, with the
Apple OneScanner™ you

can import a specific visual

Chapter 4: Designing in Black and White for Your LaserWriter Documents

image (such as a photograph
or an independent piece of
artwork) directly into any
application that has the
capacity to store that image.
Because the OneScanner
automatically adjusts the
levels of gray before scan-
ning, your image can be
imported into your program
with the highest possible
quality. This means that you
can immediately use that
image and avoid the compli-
cated process of doctoring
your photograph. You can
also use scanners to capture

textures from such materials

as marble and cloth for use ﬂTTINE IT AI.I.

as background for a title or
headline, or to enhance a

drop cap.

In general, a good rule of
thumb is: The better the
original photograph, the
better the quality of the scan.
It is best to use a large pho-
tograph that has sharp con-
trast and clear focus. If you
can, use an 8 x 10 photo-
graph (even if you must have
it enlarged at a photo shop).
This ensures that your scan
will have the best quality
possible when you resize it

and paste it in your page.

- TOGETHER

Let's look at the visual short-
comings of this ad and
redesign it using a scanned
image to make it work more

effectively.

While there is nothing terri-
bly wrong with the original
ad from a design standpoint,
this makeover shows how
much more noticeable and
interesting a document can

be with grayed-out graphics.
(See Examples A and B.)

The shells used in this ad are
from a book of “public

domain” art, and were

scanned in black and white.
All of the shell images were
first blown up in sizes rang-
ing from 275% to 300%
before being screened into

the background.

Enhancing the headline and
placing it in front of the
lightly screened (about 20%)
shell elements creates a more
beautiful and aesthetic
image. Considering that this
ad is encouraging the reader
to visit the state [or its lovely
scenery, this is a very effec-
tive layout to communicate

that purpose.



Example A:
Ad (before)

Enjoy our
scenery—
Visit Oregon

Vider, est ubl peceat. Si veteres ita floresguc perambuler Attae fabula st
poctas, ut nihil anteferar, dubitemn, clament periitse pudorem cuncti
ratres, ea cum reprehend

e Lon

Example B:
Ad (after makeover)

Interdum volgus
Vider, esz uby peccat. 5t vet
eres 1ra muratur Lidatgue
poctas, ut nilul anteferat, ni-
hil illis comparet, exrat. 5t

quaedam mimss antique
perague dure dicere credit ens

snimium distantia
Inter quae verbum
torte decorua, et 0

" venditque prema
Non equidem

Indgnos
Ir

crar delendave ca
Lo esse root, o

plagasumm suihi parvo ! | F =
Orbilivi dictare, ted emen pute A Lo 5,
[ : g4 il
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- Afinal word about choosing

the best print quality: Most

laser printers provide all the

capabilities and tools you

need in order to produce

. high-quality grayscale
© images such as screens,
* solids, reverses, and other

black-and-white design

elements. For the best print

. quality, a LaserWriter with

Chapter 4: Designing in Black and White for Your LaserWriter Documents

PhotoGrade™ capability

gives you near photo-quality
resolution and allows you to
- produce documents utilizing

- grayscale technology. For

example, a 20% gray shadow

- box will print without the
* large pixel dots you are
: probably used to seeing with

- other Taser printers. Instead,

. aLaserWriter using Photo-
Grade prints a shadow box
with a smooth, near-continu-
ous tone of gray. If you are

- printing with another laser

- printer, you will not be able
> to produce documents with
PhotoGrade quality. Let's
look at one more document,
- and review the basic ele-

- ments of black-and-white

. design.

Feature Story Makeover

. This piece has been
- redesigned to illustrate the
- elements we have been

- discussing in this chapter.

Notice how much more

- distinguished the reversed
- out text in Example B is than
* the plain text in Example A.

The boxed article in the

lower right uses a scanned

illustration within a 20% gray

. screened box to set it apart
- from the other features on

- the page.

Notice the collective effect of

the rules and borders, photo-

: graphic images, headlines,

and column width, Together,

they create an overall con-

. trast that makes this docu-

ment more readable and

functional.

(See Examples A and B.)



Example A:
Feature story (before)

This page daes little to draw you
into its subject matter. As your
eyes scan this article, the only
element that caplures your
attention is the train located at
the bottom of the second page—
unfortunate considering that
your eyes have already reached
the end of this article. The title
is thin and hardly noticeable
and should be given added
emphasis.

Example B:

Feature story (after makeover)
The illustrations for this edito-
rial are engravings from a book
of “public domain” art. The
train was reduced to 70%, the
bicycle enlarged to 250%, and
the carriage to 150% of original
size. These scanned images
create a distinctive mood that
helps the reader to easily
identify the theme of this piece.
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CHAPTER &

This chapter emphasizes EMTNAR

the principles and concepts

we have already discussed.
M .+ More importantly, it is here
AI-B ll M “ F n Es I [; N . to inspire you to use what-

P “ s s I B | I-I TI Es ever techniques are available

to you for incorporating

visual elements into your - Producing documents like

page design. - those in this chapter is really
. . just a matter of combining
- The following pages are a B

] ) . your own creativity with the
collection of page designs

high-quality capabilities of
with varying degrees of h e b e

. ; the Apple OneScanner and
complexity. However, there

. . the PhotoGrade™ output of
is one important factor that

) your LaserWriler printer.
these pages have in com-

mon: they are all designed to
optimize the black-and-white

output of your LaserWriter.

9
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Chapter 5: An Album of Design Possibilities

Limited Edition XIV

The engravings for this book
cover were found in a book of
“public domain” art and
scanned as black and white line
art on an Apple scanner.

They were both imported into
QuarkXPress, then sized and
cropped. The boat is 125% of its
original size, and the compass
is 150% of original and
screened back at 80% gray.
(References to scanned images
being reduced or enlarged

from their original size relate to
the image’s actual size on a
letter-size page, not as the
images appear in these
examples.)



This photo, originally a color
transparency, was scanned as
a high-resolution gray-scale
image, then cropped and
resized. It was placed to run off
the edge of the page (known as
a “bleed”). The logo is several
boxes created in QuarkXPress
and rotated 45 degrees for a
diamond etfect.

Museé des Ordinateurs
Paris

Agence des Musées

$

Imerdum volgus rectum videt

peCCat $ivetates ta miatus
faudatue postas, ul mhil anteferat,
bl ifiis comparet, enral Squaedam
nimis antique, si peraque dure

dicere credit eas, ignave multa
fatetur. ot sapit ¢t mecum facit et
fova fudicat dequo

Non equidem insactor detendave
carmina Livi 8358 rear, memini
quaz plagasum miby parve Crbilrum
thetare; sed emendata viden
pulduique g1 exactis minimum
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The “1991” was setin
QuarkXPress at 275 points

and screened back at 20% gray.
The text block was created
wider than the page in order to
bleed off both edges. The
scanned photo was also
imported into QuarkXPress,
then placed, sized, and cropped
to bleed off the page.



The engravings used in this
book report were scanned as
line art from a hook of “public
domain” art and scaled in sizes
ranging from 100% to 145% of
original. The “stick-up cap”
was created in QuarkXPress by
simply crealing a small text
block and increasing the point
size to fit.

Trees of
the Tropics

a book by John Scott

S:tgn palms volgus rectum videt, est ubi peccar. Si veteres ita
mirtur laudatque poetas, ut nihil anteferat, nihil illis comparet,
errat. Si quaedam nimis antique, si perague dure dicere credit eos,
ignave multa fatetur. et sapit et mecum facit et Tova iudicat aeguo.

Nuon equidem insector delendave carmina Livi esse reor. memini
quac plagosum mihi parvo Orbilium dictare; sed emendata viden
pulchrague et exactis minimum distantia miror. Inter quae verbum
emicuit s forte decorum, et si versus paulo concinnior unus et alter,
iniuste totum ducit vendityque pocma.

Indignor quicquam reprehendi. non guia crasse compositum ille-
pedeve putetur, sed quia nuper, nec veniam antiquis, sed honorem et
pracmia posci. Recte necne crocum floresque perambulet Attag fub-
ula si dubitem, clament periisse pudorem cuncti paene patres, e
cum reprehendere coner, quae gravis Aesopus. quae doctus Roscius

il; vel quia nil rectum, nisi quod placuit sibi. ducunt, vel quia
turpe putant parere minoribus, et quae imberbes didicere senes.

Quod si tam Graecis novitas invisa fuisset quam nobis, quid
nunc esset verus? Aut quid haberet quod legeret tereretque vi

m.

Ut primum positis nugari Graecia bellis coepit et in vitium fortu-
na labier aequa, nune athletarim studiis, nunc arsit equorum, mar-
moris aut eboris fabros aut aeris amavit, libicinibus, nune est gavisa
tragoedis: sub nutrice pucila

Interdum volgus rectum videt, est ubi peccat. Si veteres ita
miratur laudatque poetas, ut nihil anteferat, nihil illis comparet.
errat. $1quaedam nimis antique, si perague dure dicere credit eos,
ignave multa fatetur, et sapit ¢f mecum facit et Tova iudicat aequo.

Non equidem insector delendave carmina Livi esse reor, memini
quae plagosum mihi parvo Orbilium dictare; sed emendata videni
pulchrugque el exactis minimum distantia miror. Inter quae verbum
emicuit si forte decorun si versus paulo concinnior unus et alter,
iniuste torum ducit venditque poena.

Chapter 3: An Album of Design Possibilities
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Chapter 5; An Album of Design Possibilities

GRAPHIGS NEWS

This photo, originally a

color transparency, was
scanned as a high-resolution
gray-scale image. It was then
sized and cropped in order to
bleed off the edge of the page.
The “Graphics News” was
created in QuarkXPress and
rotated 90 degrees.



The art for this page comes
from examples supplied

by Adobe Systems Inc. and
produced with Adobe Illustrator

3.0 (©1991 Adobe Systems Inc.

All Rights Reserved). It was
imported into QuarkXPress
for resizing and cropping
and appears at 65% of its
original size.

Exhibition of fine art created with computers

Museum
Contemporary

July 2 through August 27, 1992

Chapier 5: An Album of Design Possibilities
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The Hottest Bikes in Town

Hintcrdum volgus rectum videt, est ubi peccat. Si veteres ita miratur laudatque
poetas, ut nihil anteferat, nihil illis comparet, errat, Si quasdam nimis antique, si

peraque dure dicere credit eos, ignave multa fatetur, et sapit et mecum

Chapter 3: An Album of Design Possihilities

The bicycle in this page comes
from examples supplied by
Adobe and was created in
Adobe Illustrator 3.0 (©1991
Adobe Systems Inc. All Rights
Reserved). It is 47% of original
size. The scanned photo of

the gears was placed in
QuarkXPress for cropping and
resizing and is 25% of its
original size.



To create the airy feeling for this
“Seminars” headline, a space
was added between each letter.
The arl was supplied by Adobe
Systems Inc. and created in
Adobe Illustrator 3.0 (©1991
Adobe Systems Inc. All Rights
Reserved). The art was placed
in front of a 30% gray drop
shadow box for additional
effect. The logo was created in
QuarkXPress by creating and
rotating various geometric
shapes and grouping them
together.

SEMINARS

Computer
Graphics

October 12, 13, 14, 19

Interdum volgus rectum videt,
est ubi peccat. Si veteres ita miratur
laudatque poetas, ut nihal anteferar,
nihil illis comparet, errar. Si
quaedam nimis anrique, s perague
dure dicere credit cos, 1nave mulia
faterur, er sapit et mecum facit et
lova wdicat sequo.

Non equidem insector
delendave carmina Livi esse reor,
memini quae plagosum mihi parvo
Orbilium dictare; sed emendara
videri pulchraque et exacris

minimum distantia miror. Inter
quae verbum emicuir si forte
decarum, er 1 versus paulo
concinmar unus et alrer, intuste
toum ducit venditque poeina.
Indignor quicquam reprehendi,
non guia crasse compositum
illepedeve putetur, sed quia nuper,
nec veniam antiquis, sed honorem
et praemia poscl. Recre necne
erocum floresque perambuler Atrae
fabula si dubitem, clament periisse

pudorem cumeti paene patres, ea

Chapter 3: An Album of Design Possibilities
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The photo for this real estate
flyer was an 8 x 10 black and
white print, which was scanned
and imported into QuarkXPress,
then reduced to 60% of original
size. The house logo was
drawn in SuperPaint, then
imported into QuarkXPress and
placed in the layout.

Beaiﬁtiful

Spanish-Style

Home

® Interdum volgus rectum videt est
graecia novitas invisa [uisset
m Si veteres it mivatur laudaque

Poetas, ut nihil anteferat, nihil

Si quaedam nimis antique si
venditque poema si tam

Peraque dure dicere credit eos

Ignave multa fatetur, et sapit et
Mecum facit et indicar aequo.

Non equidem insector

m Livi esse reor, memini quae

Plagosum mihi parvo orbilium
alter, iniuste torum ducit

Dictare; sed emendata viden

]
m Pulchraque et exactis minimum
® Distantia miror quae verbum

m Emicuit si forte decorum, et si
m Versus paulo concinnior unus ct
o by, quidd rune exset fonnmne Lsicr

Aut guitd haberet quod kegeret sune aisit
Ut primum positis nugari Gracena bellis coepit
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CHAPTER 6

Creating professional-look- VoicE onEand

ing and effective documents inflection convey

~--1the listener.
]

= E.--Paragraphs

is really a matter of fixing the

design flaws that occur as

CRVUBLESHOOTING

1
you assemble your page. t--See how each par

) 7 : : graph adds a diffe
F[l H u u M M “ N These pitfalls of design can : ent shade of gray.
be as blatant as a photo-
[l Es ' HN M I STA K Es graph which falls into the Avoiding mistakes requires

- gurter of the pages, or as

subtle as a misaligned mar-

. gin. The result is the same: a

poorly executed design.

persistent previewing of
your document, and [ine-

tuning of the design as you

. goalong. In this chapter,

we'll discuss some of the
most common design and
typography errors and how

to correct them.



Avoid undesirable "rivers”
of white space or “white
fioles” in the page.

A very distracting visual
effect, rivers of white space

are caused by subtle gaps

. between words which create

4 white stream running
down the column. They
often occur in poorly set text
where large type is justified
in narrow columns. These
rivers can also be a result of
an old typewriter habit—

pressing the space bar twice

after each period. Because
your computer automatically
adjusts the space between
every word relative to the
width of the column, artifi-
cially creating another space
after each period can quickly
add up to distracting rivers

of space.
(See Example A.)

Remedy: Alter the type size,
adjust the line length, or
change the column width.
Try to stop pressing the
space bar twice after periods.
If all else fails, you will have
to manually delete the extra

spaces after each period.

Chapter 6: Troubleshooting for Common Design Mistakes

White holes appear when
too much white space occurs
between a headline and an
adjacent photograph, or
when an article is too short
to fill the column down

to the next headline or end

of page.

Another form of white hole
can appear within a column
of text that is poorly hyphen-
ated. When too many large

words are automatically

returned to the beginning of
the next line in successive
lines, a hole can appear
toward the right side of the

column.

Remedy: Increase the size
of the headline or move it.
Create hyphenated words at
the end of the lines. Enlarge
the visual element, or move

it closer to the text.

Rvoid “tombstoning” or
aligning headings across
the page.

This can mislead the reader
to scan straight across the

page into unrelated text.
(See Example B.)

Remedy: It is best to stagger
the headings. If you are
having trouble correcting this
mistake, try changing your
grid pattern by either adding
or subtracting columns from

your layout.



Example A:
Rivers and holes of white space

Example B:
Tombstoning

Typography and font use. Should achieve
for the reader. What voice tone and
inflection. g Convey to the listener. See how
each paragraph\ Adds a different

gray or “color.” | To the page

paragraph does. { Think of the

white space as. JYour palette and

selection of. fType as your paint choice.
Typography.{ And font use should achieve.
For the reader’\What voice tone and
inflection may. { Convey to the listener.

See how each paray Adds a different shade
of gray, or “color”. \To the page than
another paragraph do€s.\Think of the
surrounding white space as\ Your palette,
and your selection of type. /As your paint
choice.

Give Your Business More
More Powerful Options

Ierdum volgus recoem videt, et
wbi poceat. Si veseres ita muratur
e
a4 bl s comgpate, enial i

Fruha faecr €2 sapit o1 movim
a1t ot fove et seo.

Nom equidem frscctor delendave

exrming Livi esse reor, memin

won distantia mises, Inter quae
verbum ezmicuit si fone decoeu,

e flarsque perambuied
At Labila s shabteen, sLasent

Powerful
Presentations

Nosubai o et ot mial anefes-
at. whl ills comparet, emmat. $i

r pacie
paties, €2 cum seprebendere coner,
quat Erais Acsops, quie dectin
Rowcin et vel quss il pexctum,
s e placat b, o, vel
ke B putant parere
minoribus, et quac imberbes
didicere senes Quod 5 tam
Cirer

are dicere crodin e, ignave
srnka Lnietar, o sapod el it
T o v padcat agns.

Non equidem insector delendave
carmina Livi cnie reor, memini
spisar plapomisin mabi parv

i mobs, pan e wiset
vetus? Aut quid haberet quad leg-
eret tereretque viritim.

L% pemma purmitin s Cnsecin

fetht oy [
labier aoqea, sun: asbletarvm

na Eragoodis: sub samics pctis

Iencridem volgos rcvm e, e
b prvacat S vebere da st

Writing.

v ogan Graccia
bl coepet ot in vetrem forvana

e bt ebeoria fabeon a2 a1
wmavie. gbicieias, panc o v
1ia trrps, b marce i

Interdum volgus rectium videt, eu

videri pralcheaque ef exactls minie
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Avoid “floating” headings -

or subiheads.

A heading loses its impact
and confuses the reader

when the block of text it

belongs to becomes unclear.

(See Example A.)

Remedy: Be sure that your
headlines and subheads
are closer to the text they
introduce than to any

preceding text.

Don't buory the headling
or subhead at the bottom
of the page.

(See Example B.)

: Remedy: Place the heading

up at the top of the column
and edit your text to [it the
space, or use uneven column
bottoms if you have to. But
avoid isolating headings at

the bottom of the page.

Chapter 6: Troubleshooting for Common Design Mistakes

Avoid "whispering
headlines.”

(See Example C.)

Headlines should contrast
significantly with the text
they introduce by being
larger and bolder. A “whis-
pering” headline fails to
attract attention to the text it
introduces. Give it the
importance it merits so that

the reader will take notice.

Remedy: Increase the type
size, make it bold, or use
different typeface from the

body text.

Avoid "jumping horizons”
at the top of your page.

This up and down effect

is disconcerting to the reader
and damaging to the pro-
fessional image of your

document.

(See Example D.)

Remedy: Start each column
of text the same distance
from the top of each page.
This is especially important

for multipage documents.



~--aint choice.

Example A: X\
Flnatilll'lu subheads " :---Iypﬂgraphy
t--Typography and font
use should achieve
for the reader what
voice tone and
inflection convey to

r____thf.: listener.

x 1
+--Paragraphs
X!
L--See how cach para-
graph adds a differ-

ent shade of gray, or

Visit Your
County Park

Example C:
Whispering headline —

Your County
Park Birds

Newember ts Snow
it Monsh

Chapter 6: Troubleshooting for Common Design Mistakes

Example B:
Buried headline

Example D:
Jumping horizons

6
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- Don't let widows or

- orphans creale

- unintended gaps in the
- text columns.

. A widow occurs when less

* than a third of a line is left

006

isolated at the bottom of

a paragraph, column, or

- page. An orphan is a word
- isolated at the top of a

- column or page.

. (Sce Example A.)

Remedy: You can usually
- climinate these by either

: editing the text (known as
“copyfitting” or by cau-
tiously adjusting the word
- spacing for that line. Be
careful that you do not upset
the line’s readability by over-

- altering the word spacing.

Chapter 6: Troubleshooting for Common Design Mistakes

* To avoid a “busy” page
- layout, use rules and
- boxes with restraint.

Too many bordered ele-

- ments or rules tend to com-
- partmentalize the page and
- break up the natural flow

. of the text.

. (See Example B.)

- Try o avoid a

- claustrophofic page

- layout.

Set your margins and column
- width in order to frame your
pages with appropriate white
. space and give text columns
plenty of breathing room.
Use the surrounding white
space like a picture frame to

highlight your text.

(See Example C.)



Example A:
Widows and orphans

Widow

Orphan

Example B:
Appropriate use of rules and
borders

Visit Your
Counl'y Park.

cteferat el e compares, errat 4
fam i arrie. s perscgar e
u:lrrunh\ v g i e, 51

Migratory Waterfowd

Gruecta belis Covpit ol i
Ry o

tariinm
[ —ry
P —
LTI A —
RS S —
i dicame redi e, (g s
£ 4 o ot

Graersa heiis e 8 o st
firnina Labure s, mans bl
[ ——
[
o ———
s g, roh matrice il

e Gt i e
il gk e i o

e g kit by et o

poslus restin
Vi, et bt et 3t vevres

Hurg st pamre
eninoeitai Suteesiurs i restum
Vil it b facat M ivteren

B b et 4 veaeren 2

Visit your
County Park.

Interdum vol-
gus rectum

et s am G nenieas
invisa Flsses quam nobrs, quid

;r,‘.giq,.

—
P T T a—
=

= Exarahendure cune T
—_—
bs Assopus qus

Grarcie Comnty Park Dissrct
‘Managomemt Concil

Overuse

Interdum volgus
rectum videt

et wha e, = voteves 2

st Lt vt o8
SRS -
[ e ————
ctaqu. i daere

Visit your
County Park.

umbormiin ST P e,

st et vt Al il

[ ————
i uilis ot ot n vt e
tuma labter sepos, nane

Graccia County Fark Disiricl
‘Managemmi Comneil

Good

Example C:
Good use of white space
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67



OC/PENDIX

© USE OF KEY CAPS AND
 SPECIAL CHARACTERS

. Remember, your computer is

not a hypewriler.

. Old habits die hard when it
comes to the outmoded
typing techniques you once
learned on a lypewriter. It's
easy to carry these habits

- into the realm of desktop

. publishing on your com-
puter. The following is a list
of the most often used
characters and accent marks
- which you should learn to

- use according to accepted

. modem typesetting

© standards.

- Quotation Marks:

To avoid the default (")
setting: type Option-[ ( *)
and Option-Shift-{ (7).

g Apostraphe: (')

. Type Option-shift-] to
o oavoid ().

- Ellpsis: ( ... )

Toavoid (..)or(...),

« type Option-Semicolon.

Dash (em dash): ( — )

- Type Option-Shift-Hyphen

- for (—) rather than (- ).

. &

S

==

oo™

© Accent Marks above
. characlers:

Type Option-¢
Type Option-"
Type Option-u
Type Option-n

Type Option-i

- Dther special
: characiers:

Type Option-8
Type Option-Shilt-5
Type Option-Shift-6
Type Option-g
Type Option-2
Type Option-r
Type Option-Shift-8

Type Option-$

Appendix 09



70 Glossary

* “body copy” or “running text.

. bleed
© Any photograph, illustration,
or other graphic that runs off

the edge of a page.

Doy text

© The main text, also called

"

- border

- A framing element around
~ text, graphics, or the entire
. page. Borders range from
simple hairline rules to
decorative and thematic

graphic elements.

. bullets

Dots or other such elements
used to designatc items in a
list. (Keystroke is “Option-8”

- on the Macintosh.)

- callout
© Alabel that identifies a spe-

- cific part of an illustration.
- caption
- The text that describes or

. expands upon an illustration.

- colum

The vertical space desig-
nated for text or graphics.
On a given page there can
- be one column, or multiple

-~ columns.

- copyfitting
Editing text to fita

specified space.

- Hinghat

* A decorative or symbolic
device used to separate items
on the page or to denate

- items ona list.

- display type

Type that is larger than body
text, often in boldface, used
for headlines, subheads,
breakouts, and other atten-

. tion-getting type.

- drop cap

An enlarged initial letter

- that extends below the first
- line of body text. (See also

. “initial cap.”)

- facing pages

Two pages that face each
other in a multipage docu-
ment. There can also be

- more than two facing pages

in certain publications, such

as a tri-fold brochure.



folio

The page number.

font

In desktop publishing,
sometimes used interchange-
ably with “face” to refer to
the entire family of letters

of a particular shape or
design, such as Helvetica.
But in traditional typesetting,
font refers to the specific
size and style of a given
typeface, such as 10 point

Helvetica Bold.

- footer

A line at the bottom of the
page that helps orient the
reader within a document,
which may include such
information as title, author,
chapter, issue date, and page
number. Also called a “run-

ning foot.”

format

The overall appearance of a
publication, including page
size, paper, binding, length,
and page design elements
such as margins, number of
columns, and treatment

of headlines.

- grid

The pattern of columns
and rows on the page into
which text and graphics is
placed. In desktop publish-
ing applications, the grid is
determined by 4 series of
nonprinting vertical and
horizontal lines used as a
guide for placement of rext

and graphics on the page.

gutter

The space between two
facing pages, usually where
the pages are hound. Also
the space between two or
more columns of text where

the page is folded.

-~ halftone

The representation of a
continuous tone photograph
or illustration as a series of
dots that look like gray tones

when printed.

hanging indent

A paragraph style in which
the left margin of the first
line extends beyond the left

margin of subsequent lines.

header

A line at the top of the
page that helps orient the
reader within a document,
which may include such
information as title, author,

chapter, issue date, and

: page number. Also called

“running head.”

The title of an article or story.

initial cap

The first letter of the body
text set in enlarged and
sometimes decorative type

for visual emphasis.

- Justified type

Type that is flush, or even,
on hoth the right and :

left margins.

kerning :
The process of adjusting the -
space berween characters,
generally done in headlines

and other display type.
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layout
The term used to describe
the arrangement of text and

graphics on a page.

leader

A rule or line, often dotted,
that moves the eye from a
callout or label to the part of

the illustration it describes.

leading

The distance between the
base of one line of text and
the base of the next, usually

measured in points.

72 Glossary

logo

A graphic which designates a
company, product, or publi-
cation name. A logo can be
designed with purely graphic

elements or with text.

margin
The distance from the edge
of the paper to the area oc-

cupied by text and graphics.

orphan

Aline of text isolated at the
bottom of a page or column,
which is separated from the
rest of the paragraph it

belongs to.

overline

A brief tag, over a headline,
that categorizes a story or

ki)

article. Also called a “kicker

oran “eychrow.”

page view

A function that enables you
to view the overall layout of
a page. Some programs
allow you to view various
sizes of the page, such as
50%, 75%, actual size, or
200%. Others show the full
page view only.

pica
Traditional typographic
measurement composed

of 12 points.

point

The basic measurement of
tvpe. There are 12 points to
a pica. One point equals

about Y42 inch.

printer font

A mathematical description
of every character in a type-
face, which enables a printer
10 print characters in any size
at the best resolution possi-

ble on that printer.

pull quote

A sentence excerpted from
the body copy and set in
large type, used to break up
the running text and draw
the reader’s attention to the
page. Also called a “break-

out” or “blurb.”

resolution

The clarity or fineness of
detail visible on screen

or in the final printout,
usually expressed in dots
perinch (dpi). In printed
material, the resolution is
dependent upon the printer’s
capacity, which can range
from 300 dpi in most laser
printers to 2540 dpi in

Linotronic imagesetters.



reverse type

White letters or rules set
against a solid background,
either 100% black or a spe-

cific level of gray.

rules
Lines used for typographic
purposes, usually measured

in points.

sans sepif
Typeface that is without, or
“sans,” the little accents at

the ends of each character.

scanner

A device that reads informa-
tion from a photograph or
other form of illustration.
The image is converted into
a collection of dots that

is stored as a bit-mapped
file. This file can then he
manipulated in various
software programs, and
placed electronically into a

page layout program.

SCreens

A hackground tint or texture
that is set behind text or an
in a percentage of gray. Also

called a “tone.”

seril

An accent or finishing stroke
projecting from the end of a
character. Typefaces with
these additional strokes are

called serif faces.

side bar

A smaller, self-contained
story inside a larger one,
usually boxed, with its own
headline to set it apart [rom

the rest of the text.

stick-up cap

An enlarged initial letter
extending above the body
text; used as a graphic ele-
ment to draw attention to
the beginning of 4 story or

new chapter.

thumbnails

Rough sketches of a page
used to plan the design.
Some page layoul programs
allow you to see your
pages in small views, also

called thumbnails.

weight

The density of a letter, gener-

ally described as light, regu

lar, bold, and extra bold.

white space

"The blank areas of the page
without text or graphics.
White space is used deliber-
ately, and is an important

element in good design.

widow
One word, or several, iso-
lated at the top or bottom of

a page or column of text,

wraparound text

Text that flows around a
graphic element. Also
called “runaround text” or

“lext wrap.”

Glossary
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Publish! PCW Communica-
tions, 501 Second St., San

* Francisco, CA 94107. (800)
-+ 222-2990. Monthly.

Verbum, Verbum, P.O. Box
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© accent marks, using 69
. ad, makeover 44-45

Adobe Tllustrator 3.0, exam-
ples using 5457

Adobe Photoshop 44

" Adobe Stone Serif, examples
using 20, 21

- Adobe Systems Inc.  55-57

alignment 16
examples illustrating 17

all caps 14
© example using 15

apostrophe, using 69

Apple OneScanner 28, 44,

! 49

Apple Scanner, example
using 50

appropriateness 4
example illustrating 5

©arrows, using 26

©oan

examples using 55, 57
“public domain™ 50, 53
using 26

*audience (for document)

23

: Avant Garde, example using

15

- black-and-white photos. See

photos

. blank areas. See white space

. bleeding, defined 51

Bodoni, reverses using 42

body text. See documents;
text; type

. bold 14

contrast of weight and
40

examples using 15, 21

bold italic, example using

21

* book cover, example 50

Bookman Demi, examples
using 19,21

* hook report, example 53

horders 42

examples using 43, 67
troubleshooting 66
using 26

* boxes. See borders

. Broadway, reverses using

42

: brochure

example 58
makeover  34-35

© bullets, using 26

buried headlines

example illustrating 65
troubleshooting 64

. business presentation,

makeover 32-33

g

caps. See all caps; drop caps;

initial caps; stick-up
caps

- centered alignment

described 16
example using 17

- characters, special 69
- charts, using 26

color 8, 38-41. See also

contrast
example illustrating 9
of type 20,21

color photos. See photos

© columns

defined 24
examples using 25

© consistency 6

example illustrating 7

© contrast 8, 38—41. See also

color

creating with type styles
14-15

examples illustrating
939,41

shapes for 40, 41

of size 38, 40

of weight 40, 41

* curves, for contrast 40, 41

- dash, using 69

- design

examples illustrating
49-59

good 1

troubleshooting  61-67

- design clements

described 3747
organizing 49, 24-27
planning 2-3

using  28-35

|
I

Index



. details, final 8,9
. direction 6
example illustrating 7

" documents. See also text;

type
organizing 4-9, 24-27
planning 2-3

successful 1

. drop caps, reverse 42, 43.
See also initial caps;
stick-up caps

. drop shadows  42. See also
: shadows

.

. ellipsis, using 69
. emdash, using 69

- emphasis, creating with type
styles  14-15. See also
contrast

76 Index

. engravings, examples using

50,53

. envelope grid columns,

example using 25

L

. fearure story, makeover

4647

. final details 8

example illustrating 9

- fiscal limits (of document)

3

- five-column grid. See grids

- floating subheads

example illustrating 65
troubleshooting 64

- MNush-left alignment

described 16
example using 17

. flyer, example 39

. fonts

described 11

guidelines for use of
11-21

vs. typefaces  11-14

. Tutura, example using 13

. Futura Extra Bold, examples

using 19, 21

. Futura Light, examples using

19;.21

- Garamond Condensed,

example using 13

. geometric elements, straight

40, 41

- graphics, using 26
- graphs, using 26
- grids 24-26

examples using 25, 27

- gutter, defined 34

headlines 64, 63

. Helvetica, examples using

15,19,21,31

. horizons, jumping 64, 65

- image (of document) 3

- impression

(of document) 3

- initial caps  42. See also

drop caps; stick-up caps
defined 34. 38
example using 43
using 26

. talics 14

examples using 15, 21

- ITC Garamond, examples

using 19,21

i

. jumping horizons

example illustrating 65
troubleshooting 04

. justified alignment

described 16
example using 17

- kerning, See also spacing

defined 16
examples illustrating 17
reverse type 17

- key caps, using 69

1

- “landscape” page layout,

defined 38

LaserWriter Il 28, 49
* LaserWriter Iif 46
LaserWriter llg 46



layouts, page  38. See also
design; design elements

. leading  18-20. See also
spacing

example illustrating 21

o legibility

o example illustrating 13

lcadingand 18

sans serif typefaces and
12

. letters, spacing between
16-17

letter-size grid columns,
examples using 25
- limits (of document) 3

. logos, examples using 51,

57,59

an

. makeovers

ad  44-45

brochure 34-35

business presentation
32-33

feature story ~ 4647

press release  30-31

resumé  28-29

- OneScanner. See Apple

OneScanner

. organizing documents 49,

2427

- orphans

example illustrating 67
troubleshooting 66

- outline 14

example using 15

P

. page layouts, “landscape”

page layout  58. See
also design; design
elements

. Palatino, examples using

19, 21, 30

. paragraph spacing  10-17,

18
example illustrating 19

- photos

examples using 51, 52,
54, 56, 58, 59
using 20, 44

. physical limits (of document)

3

. planning documents  2-3
. poster, example 55

. press release, makeover

30-31

. print quality 46
. proportion 4

example illustrating 5

“public domain” art, exam-

ples using 50, 53

* purpose (of document) 2

quality, print - 46

- QuarkXPress, examples

using 51-33,57, 39

- quotation marks, using 69

readability

example illustrating 13
serif typefacesand 12
spacing and 16

type size and 18, 19

reading rhythm pattern,
defined 6

. relevance 4

. restraint 8

example illustrating 9

. resumé, makeover 28-29

- reverse drop caps 42

example using 43

. reverse type 42

contrast of weight and
40
defined 16, 42

kerning 17

. rivers of white space

example illustrating 03
troubleshooting 62

. toman, example using 21

. orules 42

examples using 43, 07
troubleshooting 66
using 20

Index
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. sans serif typefaces 12
examples using 13,15

o oscans 44

o screens 44

semibold,
example using 21

. semibold italic, example
using 21

. serif typefaces 12
example using 13

. shadow (type style) 14
o example using 15

. shadows 42
example using 43

. shapes, for contrast 40, 41
o side bar, defined 34

T osize
contrast of 38, 40
type 18-20

78 Index

. space. See white space

. spacing  16-17. See also

kerning; leading
paragraph  16-19

. special characters, using 69

- stick-up caps, example using

53. See also drop caps;
initial caps

- straight geometric clements,

for contrast 40, 41

. styles, type  14-15
© subheads, floating 64, 65
. SuperPaint,

example using 59

1

. text. See also documents;

type
body 13
using 20

. tombstoning

example illustrating 63
troubleshooting 62

. transparencies. See photos

troubleshooting  61-67

borders 66

buried headlines 64
floating subheads 64
jumping horizons 64
orphans 66

rivers of white space 62
rules 66

tombstoning 62
whispering headlines 04
white holes 62

white space 66
widows 66

. type. See also documents;

text
colorof 20,21
reverse 10, 17, 40, 42
using 26

typefaces

described 11
examples illustrating 19
multiple 12,13

sans serif 12, 13,15
serif 12,13

vs. fonts  11-14

. typesize 18-20

. type styles, creating empha-

sis with  14-15

typography, guidelines for

11-21

. underline 14

example using 15

Y

- visual elements. See design

elements

WXV

. weight, contrast of 40, 41

. whispering headlines

example illustrating 65
troubleshooting 64

* white holes

example illustrating 63
troubleshooting 62

. white space 3840

defined 8
examples illustrating 41,
67

riversof 62, 63
troubleshooting 66

T widows

example illustrating 67
troubleshooting 66

o words, spacing between

16-17
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